WINDCREST Harassment Policy

Harassment Complaint Policy/Procedure

Each member of management is responsible for creating an atmosphere free of discrimination and
harassment, sexual or otherwise. Further, employees are responsible for respecting the rights of their
coworkers.

If you experience any job-related harassment based on your sex, race, national origin, disability, or
another factor, or believe that you have been treated in an unlawful, discriminatory manner, promptly
report the incident to your supervisor. If you believe it would be inappropriate to discuss the matter
with your supervisor, you may bypass your supervisor and should report it directly to your
Department Head or City Manager and an investigation will be conducted. Your complaint will be
kept confidential to the maximum extent possible.

If the City determines that an employee is guilty of harassing another employee, appropriate
disciplinary action will be taken against the offending employee, up to and including termination of
employment.

The City prohibits any form of retaliation against any employee for filing a bona fide complaint
under this policy or for assisting in a complaint investigation. However, if, after investigating any
complaint of harassment or unlawful discrimination, the City determines that the complaint is not
bona fide and was not made in good faith or that an employee has provided false information
regarding the complaint, disciplinary action may be taken against the individual who filed the
complaint or who gave the false information, up to and including termination from employment.

IMPORTANT NOTICE TO ALL EMPLOYEES:

Employees who have experienced conduct they believe is contrary to this policy have an
obligation to take advantage of this complaint procedure. An employee's failure to fulfill this
obligation could affect his rights in pursuing legal action. Also, please note, federal, state and
local discrimination laws establish specific time frames for initiating a legal proceeding
pursuant to those laws.

Early reporting and intervention have proven to be the most effective method of resolving actual
or perceived incidents of harassment. Therefore, while no fixed reporting period has been
established, the City strongly urges the prompt reporting of complaints or concerns so that rapid
and constructive action can be taken. The City will make every effort to stop alleged harassment
before it becomes severe or pervasive, but can only do so with the cooperation of its
staff/employees.

| have read and been informed about the content, requirements, and expectations of the
Harassment policy for employees at the City of Windcrest. | may request a copy of the policy
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from Human Resources and agree to abide by the policy guidelines as a condition of my
employment and my continuing employment at the City of Windcrest.

| understand that if | have questions, at any time, regarding the Harassment policy, | will consult
with my immediate supervisor or Human Resource.

Employee Signature:

Employee Name:

Date:
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